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Festival and Athletic Event Permits 

To manage your account, sign in using your credentials. 
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Create a new permit 

• Click the ‘Create New’ drop-down 

• Select ‘Permit Application’ 
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Select Application Type 

• Select ‘Festival and Athletic Event Permits’ 
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Festival and Athletic Event Description 

Event Description 

 

• Name of Event 

• Description of Event 
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Applicants 

• Event Organizer 

• Production Company 
 
 
 

 
Event organizer is the only required applicant. Production Company is optional. 
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Event Organizer 

• Selecting ‘Add Event Organizer’ button. 

 
 

• Selecting an Event Organizer 
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Add New Contact 

• Selecting the ‘Add New Contact’ button 

 

 

• Your Event Organizer 
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Production Company 
 

• Selecting ‘Add Production Company’ button 
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Add New Contact 

• Enter New Production Company 
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Emergency Contacts 

• Add Emergency Contact Information 
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• Add Emergency Contact Information pop-up 

 

 

• Click the ‘Next Step’ button to proceed 

 

 
 
 
 



Page 14 of 43 
Festival and Athletic Event Permits 

 

Event Scope 
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• When user answers ‘Yes’ to ‘Will food be served at your event?’, user will be asked to fill in how 

many vendors to expect. 

 

• When user answers ‘Yes’ to ‘Will beer or wine be served at your event?’, user will be asked to fill in 

how many expected vendors and how many serving locations. 

 

• When user answers ‘Yes’ to ‘Are you selling spirits at your event?’, user will be asked to fill in how 

many expected serving locations there will be 

 

• When user answers ‘Yes’ to ‘Will you be selling merchandise at your event?’, user will be asked to 

fill in how many expected vendors there will be 

 

• When user answers ‘Yes’ to ‘Are you requesting a street closure for your event?’, User will get 

additional questions to answer. 
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Event Details 

• +Add Location Information 
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▪ Add Location Information pop-up 

 

 

▪ Click on ‘Add Location Information’ button when complete 
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Event Details 

• Event Schedule 
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Event Schedule for a Festival 

• Add Event Schedule 

▪ Click a date on the calendar 

 

 
▪ Enter the ‘Start Time’ and ‘Stop Time’ 

▪ Click ‘Add Event Schedule’ 
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Event Schedule for an Athletic Event 

▪ Add Event Schedule 

▪ Click a date on the calendar 
 

 

▪ Enter the ‘Start Time’, ‘Stop Time’ and Step Off Time 

▪ Click ‘Add Event Schedule’ 
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         Event Details  

• Current Event 
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Event Details 

• Current Event 

• Last Year’s Event 
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Event Details 

• Community Outreach Plans 

 

• Noise Control Plan 
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Event Details 

• Waste Management Plan 

 
 

• Service Providers 
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• Add Service Providers 
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Event Details 

• Safety and Security Plan 
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Vendor Information 
This page will be available during the entire process. Even after a permit has been issued. 
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Documentation 

• For Athletic event, you will need to upload a Route Map and a Site Plan. If you answered 

‘Yes’ to the question ‘Has this event already been publicized?’, you will need to upload 

Miscellaneous documents such as flyers, mailings or emails 

 
 

• Select the file type and the file you are uploading 
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• Select your file to upload 

 

• Select the option for your file 
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Legal Agreements 

• You will need to read and agree to the Legal Agreements before moving on in the 

application process 
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Application Status 

• Application Fee 

        

• You will need to pay all fees associated with your application for the DCASE department 

to review it. You can find the steps to pay your fees under the Documentation page from 

the home page. 
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• Review Status 

 

• The first review is the intake review. The DCASE team looks at your application and 

approves or denies 
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• Once the Intake Review has been approved, the rest of the reviews will be added for the 

departments that need to approve your application. 
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• Once all reviews are resulted, the page will look like this - 
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• Fee Payment Status – Once reviews are all resulted, the CDOT fees will be added. 

These fees will need to be paid in order for the permits to be issued. 
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• Final Checks – Before your permit can be issued, you will need to upload your Insurance 

Certificate. (follow the steps for the documentation page from above) 
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Permit issued 

• At this point, you will have your permits. You can select the ‘Print’ button and it will bring 

up your permits to print. This will be your permit for your event and your CDOT permit for 

street closures. 
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You will still be able to update your application with Vendor information and Documentation 

even after the permits have been issued. Click on the respective link. 

 


